Approved For Release‘200110310%_:&_ .l%TRDPBO-M240A‘000100070003-2
A

OFFICE OF THE COMPTROLLER
PAYROLL, BRANCH
{YOUCHERED)

SEATRENT OF FURCTIONS

. tistes, prepares and distributes time and attendance reports, salary
' ﬁ:ﬁh, Mﬂ of esrningh, &eductions, leave balances, withholding
tax statements ineluding D.C. Tex (vith sddresses), mumerous payroll
ageounting reports and records covering payroll distribution, 1¢am,
class E Bonds, tudget analysis, retirement, Soceial Becurity, miscel-
lanesus payroll deduetions, individual earnings records, rosters, ete.

for employees pald from vouchered funds.

2. Eetadlishes and maintains, by means of punched card files, control date
for payroll, leave, and related dats, and is responsible for the
sogusaqy of these controls, the balancing of surrent files to sontrols
sstabiished outside the branch, and the over-all scouracy of all re-

ports prepared by the branch.

. AMvises the Payroll Bransh, Flsoal Division, in the establishment of
3 processing sghedules and jzab priorities to meet reporting deadlines.

b, Maintsins lisison with verious branch heads and other officials of the
Fisea) Divimion on mstters pertaining to reporting requirements and
ghanges, prosedurel revisions, source document 4iscrepancies, codes,
ote.

. Develops and prepares detail machine operating procedures for new pro-
? joots; makes necessary changes and improvements in existing procedures.

6. te tests snd dontrols to insure accurete performance of

maoiines and relsted equiyment.

7. Maintaine work schedules reflecting progress of reports within the
braash

8. Trains persor in wiring and operation of equirment, all phases of
aperati mn the branch and relstionship of the Branch to other
fungtions within the Division and Ageney.
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